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FOREWORD 


In  order  to  give  proper  interpretation  to  the  statistics  on  un- 
employment compiled  from  the  enumeration  made  last  April, 
it  is  found  necessary  to  take  another  census  of  the  unemployed 
in  20  of  the  principal  cities.  This  census  will  be  taken  in  January, 
1931.  Inquiries  will  be  made  of  each  person  comii^  within  the 
scope  of  the  census  similar  to  those  made  in  connection  with  the 
enumeration  of  the  population  in  April,  1930.  The  schedule, 
Form  15-737,  contains  all  of  the  information  carried  on  the 
schedule  for  unemployment  used  at  the  last  census,  and,  in 
addition,  some  of  the  inquiries  carried  on  the  schedule  for  the 
census  of  population. 

The  instructions  for  this  unemployment  census  correspond 
as  closely  as  possible  with  the-  instructions  for  the  enumeration 
in  April,  1930.  Each  emo^^toT  for  thip  special  census  of  the 
unemployed  will  be  given  one  or  more  of  the  enumeration  dis- 
tricts assigned  to  the  enumerators  last  April.  As  only  the 
unemployed  are  to  be  enumerated,  the  same  enumerator  can 
cover  a  larger  territory  than  was  covered  by  the  enumerators 
who  enumerated  the  population.  Tliey  will  be  furnished  with 
a  description  of  the  separate  enumeration  districts  for  which 
they  are  required  to  make  the  canvass.  It  is  important  that 
each  of  these  districts  be  canvassed  in  order.  The  enumerator 
must  go  down  each  street,  around-Mch  block,  up.eaeh/aUey 
and  court,  and  be  careful  to  make  inquiry  at  every  house  or 
other  place  in  which  people  may  reside.  He  is  to  inquire  of  a 
person  in  authority,  in  each' family,  in  each  house,  the  name  of 
the  head  of  the  family,  the  number  dt  persons  in  the  family,  and 
the  number  of  persons,  if  any,  engaged  in  gainful  occupations, 
either  working  for  others  or  on  their  own  account.  The  answers 
to  these  questions  must  be  entered  in  the  Family  Record  Book 
(Form  15-743).  Having  established  that  there  are  one  or  more 
persmis  in  the  family  who  have  gainful  occupations,  he  is  to 
inquire  if  they  were  all  at  work  on  the  day  preceding  his  visit. 
For  each  person  who  was  not  at  work  on  that  day,  he  must 
obtain  answers  to  the  inquiries  on  the  Unemployment  Schedule 
(Forw  16-737). 

To  assist  the  enumerators  to  a  knowledge  of  the  conditions 

existing  in  the  enumeration  districts  they  will  canvass,  the  total 
population  of  each  district  (and  the  number  reported  on  the 
Unemployment  Schedule  at  the  last  enumeration)  is  given  for 
each  raumraatiion  district* 
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GENERAL  INSTRUCTIONS 

1.  Responribility  of  emimwalor  to  supervise. — AH  of  your 

duties  as  a  census  enumerator  are  to  be  performed  under  the 
direction  of  the  supervisor. 

2.  Roles  and  instructions. — You  must  read  car^uUy  and 
observe  the  rules  and  instructions  which  follow.  If  questions  or 
difficulties  arise  which  are  not  covered  by  these  instructions, 
you  should  apply  to  your  supervisor  for  further  instructions. 

3.  Use  of  portfolio. — The  portfolio  that  was  used  by  the 
enumerator  who  canvassed  the  district  in  the  census  of  Aprils 
1930^  will  be  used  in  your  daily  canvass.  Some  of  the  instruc- 
tions pasted  inside  the  cover  apply  only  to  that  census,  and 
should  be  disregarded  at  this  time.  You  must,  however,  study 
carefully  the  description  of  your  district  and  the  map  which 
defines  the  area  to  be  cmivassed. 

'  4.  It  will  not  be  necessary  for  you  to  carry  in  the  portfolio,  on 
any  one  day,  any  more  schedules  than  will  be  required  in  that 
day's  work.  On  the  completion  of  the  canvass  of  any  enumera* 
tion  district,  the  portfolio  must  be  turned  in  to  the  supearvisori 
who  will  then  furnish  you  with  the  portfolio  for  the  next  euumeiv 
ation  district  to  which  you  are  assigned. 

5.  Care  of  schedules. — Blank  schedules  not  in  use  and  sched- 
ules already  filled  out  must  be  put  away  in  a  safe  place  where 
they  will  not  be  accessible  to  UBMithorised  prasons.  The  sched- 
ules may  be  doubled  over  as  they  are  carried  in  your  portfolio, 
but  they  should  not  be  sharply  folded  or  creased,  and  when  not 
in  the  portfolio  they  should  be  kept  flat. 

6.  Certificate  of  appointment* — Your  certificate  of  appoint^ 
ment  is  evidence  oi  your  authority  to  ask  the  questions  required 
by  the  censos  act.  Hiis  certificate  should  be  exhibited  whenever 
its  use  will  aid  you  in  obtaining  the  information  you  seek.  It 
must  not  leave  your  possession  until  after  you  have  finished  the 
enumeration  <tf  the  district  which  it  covers,  wiran  it  is  to  bo 
returned  to  the  supervisor  with  your  completed  schedules. 
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7.  Assisnment  of  territory. — In  a  majority  of  cases  each  enu- 
merator will  be  assigned  one  enumeration  district  and  will  re- 
ceive one  portfolio,  which  will  contain  all  the  material  he  will 
need  in  his  work. 

8.  When  1^  or  more  disbictB  are  Msisiied  lo  an  CBiiiK|»at^ 
he  should  ordinarily  complete  all  work  on  the  first  district  before 
beginning  the  second,  and  so  on. 

9.  Enumeration  district.— The  Umits  of  the  district  (or  of 
each  district)  within  which  you  are  to  take  the  census  are  stated 
on  the  inside  of  the  ptn^fblio.  For  most  distracts  a  saap  of  the 
district  is  pasted  on- the  inside  of  the  back  cover  of  the  portfolio. 
Outside  of  your  district  (or  districts),  as  thus  described,  you 
have  no  authoriiy  and  wiU  hare  no  mmm^Mism■M.  S!^^^''^ 
unless  otherwise  instructed. 

10.  Complete  canvass  required. — It  is  your  duty  peraonaily  to 
visit  every  family  within  your  territory;  to  obtain  the  informa- 
tion re((uiied  with  refeience  to  them;  and  to  ^t§^  the  aiune  on 
the  oaagitB  sebedutefl. 

IK  Refesals  te  sMwer.— :bk  case  your  authimty  is  diluted, 
show  your  appointment  certificate,  which  you  must  carry  with 
you.  But  it  is  of  the  utmost  importance  that  your  manner 
should,  under  all  ekcunuatuiees,  be  courteous  and  conciliatory. 
In  no  mstance  should  you  lose  your  temper  or  indulge-  in  dis- 
putes or  threats.  Much  can  be  done  by  tact  and  persuasion. 
Many  persons  will  give  information  after  a  night's  reflection 
which  they  refuse  to  give  when  first  visited. 

12.  Sfao^d  any  person  object  to  answering  any  question  on 
the  schedules,  you  should  explain  that  the  inf^fmatien  it  «(ridly 
confidential,  that  it  will  not  be  communicated  to  any  person 
whatever,  and  that  no  use  will  be  made  of  it  which  can  in  any 
way  inlaziousLy  affect  the  interests  of  individuals.  After  all 
other  means  have  Mked,  call  the  atteotien  of  the  perpott  lefusing 
to  give  information  to  the  penalty  fwrovided  in  sectiMi  9  of  the 
census  act  for  refusal  to  give  information  requested.  Should 
the  person  still  refuse  to  give  the  information,  enter  in  your 
leoovd  book  the  mamt  and  «ddreaa  ^ili4  the  iim>rd»  "IMp«B«d  to 
answer,"  and  report  the  facts  to  youe  tupwvisor. 

13.  Untruthful  replies. — You  have  a  right  not  only  to  an 
answer  but  to  a  truthful  answer.  Do  not  accept  any  statement 
whichyeu  beiiavetobefalaei.  Where  you  know  that  the  answer 
given  is  ineOfiect,  enter  upon  the  schedule^  the  eoxpeet  enrnv  at 
nearly  as  you  can  ascertain  it. 
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14.  ObUcatieB  to  fleerecy.-— You  are  forbidden  to  communi- 
cate to  any  person  any  information  obtained  by  you  in  the  dis- 
charge of  your  oflicial  duties.  By  so  doing  you  will  render 
yourself  hable,  upon  conviction,  to  a  fine  not  exceeding  $1,000,  or 
to  imprisonm«at  not  exceeding  two  years,  or  to  both  fine  and 
fmprieonmeait.  (See  sec.  8  of  the  census  act.)  Be  particularly 
oareful,  when  enumerating  a  family,  that  no  member  thereof  is 
reading  the  entries  you  are  making  or  the  entries  you  have 
made  for  other  famiUes.  You  are  not  permitted  to  shew  any- 
one the  schedules  which  you  have  fiUed  oirt  Of  to  Mtefe  copies 
of  the  schedules  or  <tf  any  parts  of  th«tn. 

15.  If,  at  the  close  of  the  enumeration,  you  are  asked  questions 
regarding  the  unemployment  situation  in  your  disMct  you 
should  reply  that  you  are  forbidden  by  law  to  aagmat.  M  such 
reqaests,  whether  fn»n  newE^pnrs,  local  offieials,  or  in(fivi(bials, 
are  to<  be  referred  to  your  supervisor. 

16.  Falsification  of  returns. — You  have  not  the  right  to  omit 
any  family  or  any  unemployed  person  residmg  in  yoin*  cUstriot. 
You  are  also  f  wbiddra  to  enter  upon  the  sebedude  the  naitte  of 
any  fictitious  person,  or  of  any  person  not  entitled  to  be  enumer- 
ated, or  to  make  any  fictitious  or  untruthful  statement  con- 
cerning any  person  enumerated.  The  penalty  for  willful, 
falsification  of  the  returns  is  a  fine  not  exeeeding  S2|000  w 
impriwnunait  not  ezceec^bg  five  years,  or  bbt^i. 

17.  Whalt  constitittes  a  day's  work. — Enumerators  are  ex- 
pected to  devote  at  least  eight  hours  every  day,  beginning 
January  15,  to  the  dilligent  canvassing  of  their  districts* 

18.  Where  you  can  best  obtain  the  reqiured  infomitttion  in 
tte  evening,  you  are  at  Hfoerty  to  do  so. 

W.  0elegatiea  of  authority  forbidden. — You  must  not  dele- 
ghte  your  authority  to  any  other  person,  or  employ  or  permit 
anyone  to  do  for  you  any  of  the  work  of  mvamett^lti^  your 
district* 

20.  Not  !•  be  aecompanied  or  assisted  by  unauthorized  per- 
Bons. — You  must  not  permit  anyone  to  accompany  or  assist 
you  in  the  performance  of  your  duties,  except  duly  appointed 
ofiicers  or  employees  of  the  Buresa  of  the  Cruras  to  wilO!t»  the 
oath  of  ofiSee  ha»  bean  dxAy  adminfstefedl 

21.  Di^  report  cards. — Report  cards  (Form  15-739)  are  fur- 
nished in  sufficient  number  to  cover  the  period  of  enumeration 
hi  your  district.  These  cards  are  addressed  to  your  wap«tvkotf 
and  one  card  is  to  be  loniledeMh.  day  under  oidMarymditlone. 

22.  DiHgiina  In'  emimenitfoB  netfensary.-^Be  prompt  and 
expeditious  in  doing  your  work.  Dd  not  lose  time  or  loiter  by 
the  way.    On  entering  a  house  state  your  business  in  a  lew 


words,  ask  the  necessary  questions,  make  the  proper  entriei^ 
and  then  leave  the  premises. 

23.  Payment  for  Miyiee8.-rThe  rates  of  oompensatioii  to  be 
allowed  you  for  your  services  as  enumerator  are  stated  in  your 

aMK)intment  certificate.  A  voucher  corresponding  to  these 
rates,  made  out  in  duplicate  on  the  basis  of  the  schedules  you 
have  turned  in,  will  be  sent  to  you  by  ycm  supervisor  for  your 
signature. 

24.  Expenses. — In  fixing  the  rates  of  compensation  it  has 
been  assumed  that  these  rates  would  constitute  the  enumerator's 
entire  payment  for  services  and  for  incidental  expenses,  including 
transportation. 

25.  InterpretOTS. — The  law  does  not  contemplate  that  inter- 
preters shall  be  employed  to  assist  enumerators  except  in  extreme 
cases.  If  the  services  of  an  interpreter  seem  absolutely  necessary 
for  the  proper  enumeration  of  a  considerable  number  of  families 
in  your  district  who  do  not  speak  Eki^ish  or  any  language  which 
you  can  speak,  you  should  report  the  fact  to  your  supervisor, 
stating  the  character  and  extent  of  the  services  of  interpreters 
which  you  need. 

2S.  la  the  cKse  ot  an  occasional  family  that  does  not  speak 
Ski^&di  or  any  language  which  3rou  speak,  you  can  usually  get 
along  without  the  aid  of  a  paid  interpreter.  If  you  can  not 
maJ^e  the  head  of  the  family  understand  what  is  wanted,  call 
upon  some  other  member  of  the  family;  and  if  none  ol  tihe  family 
can  understand,  thai,  if  possible,  obtain  the  unpaid  assistuice 
of  some  neighbor  of  the  same  nationality. 

27.  The  supervisor  for  your  district,  if  he  is  satisfied  that  it  is 
necessary,  will  employ  an  interpreter  and  will  arrange  with  you 
as  to  the  most  conveniesit  time  for  his  ¥^rk  in  your  distract. 
The  law  stipulates  that  it  shall  be  the  duty  of  an  interpreter  to 
accompany  the  enumerator  and  faithfully  translate  his  inquiries 
and  the  replies  thereto,  but  that  an  interpreter  shall  not  in  any 
case  i>erform  the  duties  of  an  enumerator.  The  interpreter  will 
be  paid  directly  tterou^  the  supervisor  and  not  by  the  enuinerar 
tor,  and  you  will  have  nothing  to  do  with  his  employment  except 
as  arranged  through  your  supervisor. 

28.  General  method  of  filling  out  schedules. — Use  black  ink. 
Take  pains  to  write  legibly  and  to  keep  your  schedules  neat  and 
clean.  Do  not  hurry;  be  sure  that  you  know  l^e  proper  entry 
and  where  it  should  be  made,  before  making  it,  so  as  to  avoid 
erasing  and  interlining.  Write  each  name  on  one  of  the  num- 
bered lines  of  the  schedule  and  never  crowd  an  additionid  name 
in  between  the  lines,  at  ^bib  bottom  ot  the  i^Mset*  as  this  makes 
it  difficult  to  count  the  names  accurately. 
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29.  CSepfimg  schadulee^^^Try  to  make  the  entriea  en  tiie 

schedule  with  such  care  that  copying  will  not  be  required.  If 
schedules  are  copied,  great  pains  must  be  taken  to  see  that  the 
copy  is  exactly  Uke  the  original.  In  copying  the  schedule, 
copy  line  by  Um  and  not  by  aoixamuk  Use  a  nder  to  keq^  the 
place,  and  take  great  pains  to  see  that  the  ruler  is  not  disi^iaced. 
Otherwise  you  are  likely  to  copy  entries  on  the  wrong  lines. 

30.  Definite  answers. — Try  to  get  a  definite  answer  to  each 
inquiry  aoecModing  to  the  instnM^aoaa  hesein  splirea*  But,  if 
iiter  every  effort  has  bera  made,  you  can  not  obtain  the  desired 
information  write  "Un''  (for  unknown).  For  questions  like 
that  on  age,  however,  enter  an  approximate  figure,  if  one  can  be 
obt<ained,  rather  than  Un.'^  For  example,  if  your  informant 
says  that  she  does  not  know  how  old  a  person  is,  but  that  he  is 
about  46,  enter  "  45"  rather  than  "  Un/' 

31.  All  buildings  to  be  visited. — Be  careful  to  inclucje  in  your 
canvass  every  occupied  building  or  other  place  of  abode  in  your 
district  and  to  make  a  record  of  each  building  in  your  Family 
Record  Book.  Before  leaving  any  building  make  sure  that  you 
have  included  all  persons  living  in  that  building. 

32.  Note,  however,  that  you  are  not  to  canvass  any  institu- 
tion, such  as  a  jail,  hospital,  or  home  for  the  feeble-minded, 
unless  quartos  in  this  institution  are  tenaporarily  usedas alodg- 
ing  house  for  the  unemployed.  In  such  cases,  you  will  be  specfi- 
cally  instructed  by  your  supervisor  to  canvass  the  institution. 

33.  If  any  dwelling  house  or  aj;>artment  is  closed  on  the  day 
of  your  visit,  do  not  take  it  for  gmnted  that  the  place  ia  unoccur 
pied.  Find  out  whether  anyone  is  living  thoe.  In  aa  apart-> 
ment  house  you  should  obtain  from  the  manager  or  the  person 
in  charge  a  list  of  the  tenants,  in  order  to  make  sure  that  you 
omit  no  one. 

34.  If  a  building  ^pq^eans  to  be  used  for  business  purposes 

only,  do  not  take  it  for  granted  tiiat  no  one  lives  in  it.  Make 
inquiries.  Keep  in  mind  also  the  fact  that  many  clubhouses 
have  at  least  a  few  resident  members. 

36.  Individuals  oat  of  families. — Be  canafid  not  to  overlook 
persons  living  eatinlgr  sAone^  mch  aa  a  person  occupying  a  room 
or  rooms  in  a  public  building,  store,  warehouse,  factory,  shop, 
or  garage,  and  having  no  other  usual  place  of  abode;  or  a  person 
living  alone  in  a  cabin,  hut,  or  tent;  or  a  p^*son  sleeping  on  a 
riv^  boat,  eaml  boa*,  w  bai^e,  and  hmvhtg  bo  o<tor  {riace  of 
abode. 

28891^— so  • 
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96.  M«tbod  of  ouiTMNrfmg  a  ^7  btodL-*^  eaavMmig  your 

district  you  should  canvass  one  block  or  square  at  a  time.  Do 
not  go  back  and  forth  across  the  street.  Begin  each  block  at 
one  COTner,  keep  to  the  right,  turn  the  corner,  and  go  in  and  out 
of  any  eourfc,  alley,  or  paasftgeway  that  may  be  included  in  it 
until  you  reach  the  point  of  starting.  Be  sure  you  have  gone 
around  and  through  the  entire  block  before  you  leave  it. 

37.  The  arrows  in  the  following  diagram  indicate  the  manner 
in  which  a  block  coAtaiiui^  an  interior  court  ^  j^ace  is  to  .be 
caavassed: 

NOMTH 


Second  avenue 


WEST 


I 


Hope  place 


\ 


B 

Fareat 


ttreet 


A 


1 


EAST 


nkd  avenue 


SOUTH 


r 


(Note  that  block  marked  "  A"  is  to  be  fully  canvassed  before 
work  is  undertakeai  in  block  B.") 

38.  First  days'  work. — The  supervisor,  or  some  one  designated 

by  him,  will  review  your  first  day's  work,  or  the  first  work  you 
do,  concerning  which  he  will  advise  you.  If  any  questions  arise 
in  the  beginning  of  your  work,  ask  the  supervisor  about  them 
when  you  submit  the  first  schedules  fc/r  Mview;  It  is  important 
that  you  get  started  right,  for  if  your  work  is  incomplete  or 
inaccurate  in  any  respect,  it  will  be  your  duty,  upon  the  request 
<rf  the  supervisor,  to  correct  or  complete  it  before  you  are  paid. 


THE  FAMILY  RECOBB  BOOK 

99.  Certain  iiiformation  with  regard  to  each  family  visited 

is  to  be  recorded  in  the  Family  Record  Book.  This  includes  the 
str^t  and  number,  the  name  of  the  head  of  the  family,  the  number 
of  persons  in  the  family,  and  the  number  of  persons  (if  fmy) 
to  be  reported  on  the  Unemployment  Schedule.   J'or  ti^te  pur* 
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pose  of  obtaining^  this  information,  you  should  ask  some  rei^oa- 
iA>le  poaonin  each  family  four  questtons,  somewhat  as  fcMtmsi 

(1)  How  many  persons  are  there  in  the  family  or  house- 

hold, including  boarders  and  lodgers? 

(2)  Are  there  any  persons  wha  an  usually  es^^aged  in  any 

gainful  occupation? 

(8)  Were  there  any  of  these  persons  who  for  any  reason 

were  not  at  work  yesterday  (or  on  the  last  r^ular 
working  day)? 

For  more  specific  instructions  witib  mgard  to  persons  at  wqc^ 
etc.,  see  paragin^hs  46  and  51. 

40.  For  each  person  reported  as  not  at  work,  you  must  obtain 
additional  information  as  directed  below  in  paragraphs  46  and  51. 

41.  Since  the  Family  Record  Books  will  be  used  as  the  basis 
for  the  enumerator's  coxnpensation  for  families  visited''  the 
entries  should  be  made  with  as  much  care  as  the  entries  on  the 
Unemployment  Schedule. 

42.  An  entry  must  be  made  in  the  Record  Book  for  every 
family.  Keep  this  particularly  in  mind  when  you  are  ca(i; 
vassing  a  building  in  which  several  familira  reside. 

4S.  Families  out  on  first  visit. — In  case  a  family  is  out  at  the 
first  visit,  or  in  case  the  only  persons  at  home  are  young  children, 
servants,  or  other  persons  not  able  to  supply  the  required  infor- 
mation, you  should  record  this  fact  in  your  Family  Record 
Book,  and  return  later  to  enumerate  this  family.  If  there4s 
any  one  at  home,  the  information  should  be  secured  on  the  first 
visit. 

44.  The  heading  of  the  schedule* — Fill  in  the  blank  space  at 

the  top  of  each  page  above  the  heavy  black  line  before  entering 
any  names.  Number  the  sheets  in  the  exact  order  in  which  you 
use  them.  Each  sheet  must  be  numbered  the  same  on  the  "A" 
side  and  on  the  B  "  side,  thus:  1-A  and  1-B,  2-A  and  2-B,  etc. 
Enter  at  the  head  of  each  sheet,  as  indicated,  the  number  of  the 
enumeration  district,  the  name  of  the  State,  the  name  of  the  city, 
and  the  ward  of  the  city. 

45*  Dalo. — If  a  page  of  the  schedule  is  not  completely  filled 
at  $he  end  of  a  day's  work,  do  not  leave  it  blank,  but  draw  a 
line  in  the  left-hand  margin  of  the  schedule  just  under  the  number 
of  the  line  for  the  last  person  enumerated  on  that  day,  and  on  the 
following  day  .  enter  the  date  in  tbe  Quvrgin  uii^der  this  line  and 
tipppsite  the  oame  of  t^e  first  person  you  enumerate.  For  in* 
stance,  if  at  the  close  of  January  20  you  had  enumerated  40  persons 
on  a  schejiulg,^         a Jbieayy^liue  in  the  left-hand  margin  just 
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under  the  line  number  40,  and  on  the  next  morning  write 
"Jaaaary  21"  in  the  margin  opposite  41,  showing  that  you 
began  work  at  tbat  number. 

46.  Persons  to  b*  reportod.—Entsr  on  the  scihedule  the 

name  of  every  gainful  worker  who  was  not  at  work  on  the 
last  regular  working  day  preceding  your  call — usually  the 
day  immediately  preceding.  Do  not  include  any  person  who 
can  not  say  that  he  "usually"  works  at  a  gainful  oceupation, 
nor  any  young  person  who  has  not  yet  had  a  job.  Do  not  eom- 
plete  the  entries  for  persons  who  have  retired;  persons  who,  on 
account  of  permanent  disability,  are  not  seeking  employment;  nor 
young  persons  who  woric  without  wagese  for  their  own  parents. 

47.  In  certain  occupations,  the  employees  have  "rest  days'- 
in  rotation.  Some  street-car  men,  for  example,  begin  the  week's 
work  on  Tuesday  and  finish  on  Sunday,  having  a  "rest  day"  on 
Monday.  Railroad  men  may  make  runs  on  alternate  days, 
working  Mondays,  Wednesdays,  and  Fridays,  for  exam]^  and 
resting  on  the  intervening  days.  Such  peraons  ibould  not  be 
returned  on  the  unemployment  schedule,  even  though  not 
work  on  the  day  before  your  call. 

48.  In  the  ease  of  men  who  are  in  a  business  of  their  own,  it 
ma}  not  always  be  easy  to  determine  whether  the  man  h  actu- 
ally at  work.  In  general,  such  men  should  be  considered  as  "a* 
work,"  if  the  business  operates  continuously  under  their  orders, 
e?en  though  they  naay  hare  been  temporarily  absent  on  the  last 
regular  working  day.  No  unemployment  return  should  be  made 
for  the  professional  or  business  man  who  is  an  active  manager  of 
his  office,  store,  or  factory,  even  though  he  may  be  absent  or  not 
occupied  with  matters  for  which  he  receives  pay  on  the  day  in 
question.  For  example,  a  man  operating  a  cobbler  shop,  or  an 
automobile  repair  and  service  station,  should  be  eonsideied  as  "  at 
work"  on  a  given  day,  if  he  spent  any  part  of  that  ^y  in  the 
rfiop,  even  though  he  may  not  make  any  sale  or  do  any  work  for 
which  he  reodves  payment.  Similarly,  doctors,  lawyers,  den- 
tists, and  other  professional  men,  and  proprieties  and  managers 
of  retail  stores  who  put  in  time  at  th«r  place  of  buslnesffshoidd  be 

considered  as  "at  work." 

49.  Highly  skilled  workmen,  salesmen,  foremen,  superintend- 
ents, and  managers  whose  pay  is  on  a  monthly  or  annual  basis 
are  to  be  considered  as  "at  work,"  if  they  reeeive  Ml  pay  and 
their  working  time  is  definitely  engaged,  even  though  they  hm 
days  of  partial  or  complete  idleness  now  and  then. 

60.  Persons  who  normaUy  work  only  part  time  and  do  not  wish 
a  full-time  job  should  not  be  retraned  o»  the  schedule,  unless  suoh 
part-time  employment  fails.    For  example,  a  w^txess  who  w«ifts 
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■three  hours  daily  during  the  lunch  period  is  to  be  considered  as 
"at  work,"  if  she  was  employed  for  this  period  "yesterday," 
jmd  a  seamstress  or  laundress  who  regulady  works  one  or  more 
^ays  a  week,  either  at  her  own  home  or  elsewhere,  and  dedres 
no  additional  work,  is  to  be  considered  as  "at  work,"  if  she 
worked  on  her  last  regular  working  day  preceding  the  enumerr 
•ator's  visit. 

51 .  Men  locked  out  or  on  strike  are  to  be  returned  on  the  unem- 

iployment  schedule,  although  in  receipt  of  trade-union  striker's 
benefits  or  occupied  in  the  conduct  of  the  strike.  Men  who  cus- 
"tomarily  work  "by  the  job"  are  not  at  work,  if  they  have  no 
job  in  process,  even  though  actively  seeking  new  contracts. 
Retail  dealers  ate  not  "at  work"  if  their  last  business  has  been 
permanently  closed,  although  they  may  be  planning  a  new  enter- 
prise. You  will  find  every  now  and  then  a  man  who  has  been 
•operating  a  snuJl  grocery  or  other  retail  store  which  has  failed 
iind  who  at  the  time  of  the  enumeration  is  doing  nothing  at  all 
which  yields  an  income,  but  spencte  his  time  seeking  new  oppor- 
tunities.   Return  such  a  man  as  "not  at  work." 

52.  A  woman  reported  as  regularly  pursuing  some  gainful  oc- 
•cupation  in  her  own  home  or  outside,  in  addition  to  her  own 
housework,  is  to  be  retmned  as  "not  at  work,"  if  for  any  reason 
this  gainful  occupation  fails,  although  she  may  continue  to  per- 
form her  household  duties.  Thus,  a  woman  who  usually  works 
as  a  laundress  two  days  a  week,  in  addition  to  her  housework,  is 
to  be  returned  on  the  schedule  as  "not  at  work,"  when  the  work 
as  a  laundress  fails,  even  though  she  is  quite  fully  occupied  at 
home.  Similarly,  the  saleswoman  in  a  store,  working  daily  in 
the  rush  hours,  or  on  days  of  special  sales,  or  week-ends,  is  to  be 
returned  as  "not  at  work"  when  this  employment  fails,  although 
she  may  be  busy  at  home  duties. 

53.  Men  who  busy  themselves  with  repair  jobs,  gardening, 
and  home  duties  in  the  intervals  of  their  regular  occupations  are 
to  be  returned  as  "not  at  work"  if  they  were  not  working  at 
their  regular  occupation  on  the  last  working  day  before  the  call 
■of  the  enumerator.  Coal  miners  and  longshoremen  are  to  be  re- 
turned  as  " not  at  work"  if  they  are  idle  on  the  day  to  which  the 
■question  appUes,  even  though  they  get  in  as  much  time  weekly 
as  is  usual  at  the  mines  or  wharves  where  they  are  accustomed 
to  labor.  In  general,  the  list  of  those  "not  at  work"  should  in- 
clude all  who  did  not  labor  at  thdr  gainful  occupation  on  their 
last  regular  working  day  preceding  the  enumerator's  visit. 

54.  Persons  will  be  found  who  have  been  long  unemployed  be- 
cause of  diange  in  industry,  the  introduction  of  machines,  or  the 
decline  of  production  in  certun  lines.    If  able  and  willing  to  do 
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work  of  any  kind,  these  persons  should  be  rettinied  on  the  un- 
employment schedule,  provided  they  still  expect  to  find  ^ploy- 
ment  and  ranime  work. 

55.  Note  that  while  in  the  Family  Record  Book  you  have  enterec) 
only  the  names  of  the  heads  of  families,  you  must  enter  on  the 
Unemployment  Schedule  the  names  of  any  and  every  member 
of  the  family  (including  boarders  and  lodgers)  who  fits  the  require-* 
mentis  set  forth  hi  the  preceding  paragraph;  that  is^  the  name  of 
every  gainful  worker  who  was  not  at  work  "  yesterday," 

56.  Column  1.  Street,  avenue,  road,  etc. — In  this  column  write 
the  name  of  the  street,  avenue,  court,  place,  alley,  or  road  l^gth- 
wise. 

57.  The  places  at  which  you  begin  and  end  work  on  any  street 

are  to  be  marked  by  heavy  lines  in  ink  (  ■  '  )  across  the 
first  and  second  columms. 

58*  Colimui  2.  House  nmnber.— Write  the  house  number,  if 
there  iff  one,  opposite  the  name  of  the  fint  perron  enunwrated  in 
the  house.  If  a  house  is  in  the  rear  of  anotfiftfrone  fronting  on  a. 
street  and  has  no  number  of  its  own,  give  it  the  same  number  as 
the  front  house  and  add  the  word '  ^rear." 

5».  Column  4.  Does  this  person  nsnally  work  at  a  giainfiit 
oecupationf— Write  "  Yes'^  it  the  person  is  usnany  employed  at 
any  occupation  yielding  an  income  of  any  amount.  This 
applies  to  part-time  workers,  even  though  they  work  only  a  few 
hours  a  day  or  only  a  day  or  two  a  week.  For  example,  for  a 
woman  employed  one  day  a  week  as  a  laundress,  in  addition  to 
doing  her  housework  at  home,  the  answer  should  be  "Yes"; 
and  a  home  worker  regularly  making  gan&ents  or  artificial 
flowers  in  the  intervals  of  home  or  school  duties,  and  getting  in 
the  equlvateot  of  a  day's  work  or  more  each  week,  should  also 
be  recorded  as  usually  working  at  a  gainful  occupation.  For 
workers  whose  occupation  is  very  irregular  and  uncertain,  such 
as  common  laborers  and  longshoremen,  the  answer  should  be 
"Yes,''  even  though  they  have  been  idle  for  a  long  time  and 
have  no  immediate  prospects  of  finding  a  job. 

60.  Write  ''No"  for  any  person  who  could  not  say  that  he 
''usually''  worked.  Write  "No"  for  persons  who  have  not  yet 
begun  to  work,  old  persons  who  have  retired  from  active  service^ 
persons  Itv&xg  on  tiveir  income  or  on  accunralated  funds,  and 
those  who  for  any  reason  decUne  to  worit  or  diooae  not  to  wwk. 
For  housewives  not  usually  employed  outside  the  home,  but 
accepting  small  jobs  to  be  done  at  home  or  occasionally  accept- 
ing a  temporary  position;  for  school  boys  and  girls,  and  for 
college  studrents  who  may  accept  jobs>  if  and  when  the  pay  is 
espedally  tempting,  the  answer  should  be  "^fo;**   Fof  th# 
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aged,  or  those  unable  to  work,  except,  occasionally,  because  of 
sickness,  the  answer  should  be  "  No/'  In  aU  «ises  where  No " 
is  entered,  no  further  answers  should  be  given  on  the  unemploy- 
ment schedule.  Further,  you  should  at  once  cancel  the  entries* 
for  street,  house  number,  and  name,  which  you  have  already 
niade, 

61.  Columns  5  and  6.  Oeenpattoa  and  faidnatry.— An  entry^ 
should  be  made  in  this  column  for  every  person  reported  on 
the  unemployment  schedule.    The  entry  should  be  the  gainfuli 
occupation  pursued— that  is,  the  word  or  words  which  most 
accurately  hidicate  the  partSeular  kind  of  gainful  work  done,  as 
carpenter,  dressmaker,  salesman,  newsboy.    A  "gainful  occupsr- 
tion"  in  census  usage  is  an  occupation  by  which  the  permn  who 
puraues  it  earns  money  or  a  money  equivalent,  or  in  which  he 
asidsts  in  the  production  of  marketable  goods.    The  term 
"gainful  woricer,"  as  hofterpreted  for  census  purposes,  does  not 
include  women  doing  housework  in  their  own  homes,  wii^out 
wages,  and  having  no  other  employment,  nor  children  workings 
at  home,  merely  on  general  household  work,  on  chores,  or  at 
odd  ISmes  on  other  work.    For  the  purposes  of  this  unemploy- 
ment census,  young  persons  working  for  theur  parents  without 
wages  are  not  to  be  reported. 

62.  lUustration  of  occupation  returns.— The  following  illus- 
trations will  indicate  the  method  of  returning  some  of  the^ 
common  occupatiomr  and  indiwtries:   


Column  5 


Fann  laborer. 
Clergyman. 

Laborer  

Laboses...... 


engi- 


JjeboKt  

Laborer  

Laborer  

Brakeniaa.- 
Weaver.— . 

Laborer  

Doffer  

Locornotive 
neer. 

Stationary  eogineer. 

Fireman   

Fireman.  

Electrical  engineer-. 
Carpenter.*j^— .— 

Carpenter. 

Carpenter  

Teacher  

Machinist  

Agent  

Agent  

Cook  

Servant   

Retail  merchant  

Wholesale  mer* 

chant. 
Janitor  ™ 


Column  6 

Column  5  j 

Column  6 

Farm. 

C  ommercial  trav- 

Dry goods. 

Baptist  choroh. 

eler. 

Shipyard. 

Salesman  

Department  store. 

Street  construc- 

Department store. 

tion. 

Automobile  Auk 

Garden. 

tory. 

Odd  jobs. 

Department  store- 

Steam  railroad. 

Bank. 

Steam  railroad. 

Cendaetor —  

Steam  raOtMil. 

Cotton  mill. 

Street  car. 

Cotton  mill. 

General  farm. 

Cotton  mill. 

Private  estate.. 

Steam  ndlroad. 

General  fann. 

Overseer  

Truck  farm. 

Lumber  mill. 

Life  insurance  cob- 

Lumber  mill. 

Bank. 

Fire  departmoiA. 

SuperinteadeDt-i^. 

Steel  works. 

Street  railway. 

Flower  shop. 

Car  factory. 

Flower  garden. 

Shipyard. 

Cotton  miU.- 

House. 

Street. 

Public  schosL 

News  dealer  

News  stand. 

Steel  mill. 

Grocery  store. 

Real  estate. 

Express  co- 

bisofanoe. 

Taxicab  co. 

Hotel. 

Chauffeur  

Private  family. 

Private  family. 

Coal  mine. 

Qroeeries. 

LaMnr  

Coal  mina. 

Leatber* 

QoairrinaB — ...^ 

,Mavldft.^ 

Apartment  house. 

1  Trained  nurse — ^ 

[jIosDtteL 
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63*  Column  7.  Class  of  worker. — For  an  ^ployer — ^that 
is,  one  who  employs  helpers  other  than  domestic  servants  in 
transacting  his  own  business — ^write  in  column  7  "E";  for  a 
wage  or  salary  worker,  write  W";  for  a  person  working  on  his 
own  account,  write  "O"; 

64.  Column  8.  Does  this  person  have  a  jab  of  any  kind? — 
write  "Yes,"  if  the  person  found  idle  expects  to  return  to  his 
former  job.  It  is  not  necessary  that  there  be  a  contract,  written 
or  oral.  Thus,  building-trades  workers,  carpenters,  bricklayers, 
plasterers,  etc.,  who  are  regularly  attached  to  certain  mploy^ 
or  contractors,  lure  to  be  returned  as  possessed  of  jobs  if  their 
customary  employer  has  work  in  sight.  And  men  temporarily 
laid  off  at  a  factory,  mill,  or  mine,  are  to  be  so  returned  if  they 
expect  to  be  taken  on  again  in  their  former  places.  Difficul- 
ties will  arise  because  oi  the  length  of  the  period  of  idleness. 
Endeavor  to  ascertain  whether  there  is  reason  to  expect  the 
closed  plant  to  reopen,  and  if  so,  return  the  individual  as  pos- 
sessed of  a  job. 

65.  Write  ''No"  in  column  8  when  the  person  has  no  job 
nor  any  promise  or  understanding  that  he  will  be  employed. 
Workers  who  have  no  reasonable  expectation  of  returning  to 
their  former  jobs;  those  actively  seeking  new  employment  in 
their  old  occupations;  those  found  idle  who  are  planning  to 
change  their  occupation;  and  those  formerly  attained  to  plants 
so  long  closed  that  it  is  improbable  that  they  will  reopen,  should 
be  reported  as  not  having  a  job. 

66.  It  is  quite  necessary,  in  connection  with  the  unemploy- 
ment inquiries,  to  know  whether  or  not  the  person  has  a  job. 
The  answer  to  Question  8,  Does  this  pOTscNH  have  a  job  of  any 
kind?"  is  consequently  of  the  highest  importance.  On  the  basis 
of  the  replies  to  this  question,  the  cases  entered  on  the  Unem- 
ployment Schedule  will  be  divided  into  two  groups.  For  group 
1,  thosQ  who  have  a  job,  you  must  ask  Questions  8  to  13  and 
record  the  answers.  For  those  without  jobs  you  should  ask 
Questions  14  to  17  and  record  the  answers.  In  no  case  should 
you  ask  both  groups  of  questions  with  regard  to  any  one  person. 
A  man  either  has  a  job  (in  which  case  the  information  called  for 
by  the  first  group  iG^ould  be  secured),  or  h»  does  not  have  a  job 
(in  which  case  the  second  group  of  questions  should  be  asked). 
Be  sure,  however,  that  you  get  answers  for  aU  of  the  question? 
in  one  group  or  the  other. 

//  thi9  person  Hob  a  Job: 

67.  Column  9.  How  many  weeks  since  he  has  worked  on 
that  job? — In  answering  this  question,  write  ''0"  for  periods 
less  than  the  individual  works's  fi^pdar  f utt*time  week  «ad 
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omit  all  fractions  of  a  week.  For  example,  if  the  worker  has 
been  idle  two  weeks  and  four  days,  write  "  2." 

68.  Column  10.  Why  was  he  not  at  work  yesterday? — Enter 
the  exact  reason  for  absence  from  work.  Make  every  efifort  to 
discover  the  correct  reason.  Avoid  general  statements  and  be 
specific.  Thus,  in  case  the  individual  is  detained  from  work 
because  of  illness,  you  should  differentiate  between  the  sickness 
of  the  person  enumerated  and  that  of  members  of  the  family, 
other  reh^tives,  or  friends.  Write  "lU"  or  "Sick"  if  the  person 
enumerated  is  idle  because  he  is  sick;  write  "  Sickness  in  family," 
in  case  the  person  is  not  at  work  because  aiding  others  who 
are  ill. 

69.  Distinguish  car^uUy  between  voluntary  and  involuntary 
lay*ofiFs.  Write  "Vol.  lay*o£F"  in  case  the  individual  has  taken 
days  oflF  on  his  or  her  own  accord  or  for  p>ersonal  reasons.  In 
the  case  of  workers  laid  oS  at  the  orders  of  the  employers,  dis- 
cover and  enter  wherever  possible  the  cause  of  the  lay-off,  as 
"  Plaut  burned,"  "  Mine  closed,"  "Job  completed,"  etc. 

70.  Be  similarly  explicit  in  other  cases.  Do  not  confuse 
accidents  which  injure  the  wage  earner  with  those  which  force 
the  closing  of  plants  or  stoppage  of  some  workmen.  Write 
"Injured  by  accident"  for  the  former  and  "Machinery  broke 
down,"  "  Wreck,"  or  some  similar  expression  for  the  latter. 

71.  Other  causes  will  include  lack  of  materials,  supplies, 
equipment,  or  cars;  weather  conditions;  and  strikes  or  lockouts. 
(Make  clear  whether  the  worker  enume^rated  is  hlmft^^f  on  J9trike 
m  is  idle  because  of  strike  by  oth^  workmen.) 

72.  Avoid,  whenever  possiblCi  general  expressions  such  as 
''Slack  work,"  "No  work,''  etc. 

73.  Column  11.  Does  he  lose  a  day's  pay  by  not  being  at 
work? — Write  ''Yes"  in  aU  cases  where  the  eniunerated  person 
fails  to  receive  the  day's  pay  from  his  employer.  Disregard 
supplementary  income  from  tips,  overtime,  or  bonus  payments, 
which  may  be  lost  even  though  the  regular  wages  or  the  basic 
salary  may  be  paid  for  the  time  in  question.  And  write  "  Ym" 
even  though  the  loss  is  made  up  in  whole  or  in  part  by  income 
firom  workmen's  compensation,  from  insurance,  from  trade 
union  benefit  funds,  or  from  mutual  benefit  funds.  When  the 
worker  does  not  know  whether  he  will  receive  his  pay  or  not, 
write  ''Yes." 

74.  Write  ''No"  for  tiiose  who  r^ort  that  they  will  not  lose 
pay.    This  group  win  be  made  up  mainly  of  workers  on 

monthly  or  annual  contracts  and  of  those  who  have  somewhat 
irregular  working  days  and  are  allowed  to  take  some  time  off  on 
account  of  extra  work  rendered  at  other  times. 
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75.  Column  12.  How  many  days  did  he  work  last  week?— 

Write  the  number  of  days  (or  nights)  on  which  the  person  actually 
worked.   Include  all  ^ort-ti^oa^  ina^eshift,  or  supplementary 
.jobs. 

76.  Column  13.  How  many  days  In  a  fiiU-tinM  weak?— State 

the  length  of  the  worker's  full-time  week  in  days.  Count 
work  on  a  night  shift  as  equivalent  to  a  day  although  the  shift 
may  be  shorter.  For  persons  ref  ulajly  and  voluntarily  working 
fewer  days  than  a  f uU-time  week,  return  the  number  of  days 
usually  worked.  Thus  a  woman  ending  the  rest  of  her  time 
-at  work  in  her  own  home  may  be  employed  as  a  laundress  two 
-days  a  week.  The  proper  entry  in  such  a  case  is  "2."  A 
railroad  worker  may  make  a  run  on  alterpate  days,  getting  in 
four  days  one  week  and  three  the  next.  In  such  a  case  the  proper 
entry  is  "  3  "  Some  workers  will  be  found  working  short  days 
as  well  as.short  weeks.  Thus  a  waitress  or  sales  person  may  work 
in  the  noontime  rush  hours  from  Monday  to  Friday  and  a  longer 
X)eriod  on  Saturday.   For  such  a  <»ae  tbt  proper  entry  is  "  6. " 

77.  Part-time  employment  is  of  three  more  or  less  dis^ot 
types,  which  are  of  widely  differing  significance,  as  follows: 

Type  1. — Begular  employment  for  a  part  of  each  day,  as,  for 
-example,  waitresses  in  lunch  rooms  and  saleswomen  who  work 
for  three  or  four  hours  each  day,  and  in  the  repawning  hours 
attend  to  family  duties.    Such  persons  should  not  be  i«tvnied 
-on  the  Unemployment  Schedule. 

Type  2. — Regular  employment  for  a  part  of  each  week  in  work 
for  which  a  full-time  wage  jox  aalaiy  fa  paid,  as,  for  eotamj^ 
locomotive  engineers,  railway  mail  clerks,  930A  otbfilff,  whose 
exacting  duties  make  three  or  four  days'  work  the  equivalent  irf  a 
full-time  week.  Such  persons  should  not  be  returned  on  the 
Unemployment  Schedule,  even  if  they  happened  to  be  not  at 
work  on  the  day  before  ti^e  call  ol  the  eaumeratcH'. 

Type  S. — Employment  tea  a  part-time  week  on  jobs  whilJ^ 
normally  full-time  jobs,  and  for  which  part-time  work  means 
serious  loss  of  .wages,  as,  for  example,  day  laborers  or  factory 
-opeiatives  who  ai»  paid  by  the  day  or  on  a  piece-rate  basis  and 
who  are  employed  only  two  or  three  days  in  iket  week.  SttCb 
persons  should  be  returned  on  the  Unemployment  Sehedlde, 
if  not  at  work  on  the  day  before  the  call  of  the  enumerator. 
■  Such  persons  should  be  returned  as  having  jobs,  with  entries 
in  Columns  9  to  18  of  the  schedvite.   The  reason  "  wfey  he  was 
not  at  work  yestwday"  in  such  cases  may  J»e  gjiiffn  as  "i»l«i* 
iCmine,  nwJl)  on  p^  time.'* 
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Jf  this  person  has  no  job  of  any  kind: 

78.  Column  14.  Is  he  able  to  work? — In  deciding  whether 
A  person  is  able  to  work  it  is  necessary  to  remember  that  there 
«re  many  kinds  of  jobs  and  that  many  of  them  require  httle 
physical  or  mental  eflfort.  Write  "Yes"  if  the  individual  is 
neither  too  young  nor  too  old  to  be  capable  of  some  kind  of 
regular  employment  and  has  no  mental  or  physical  disability 
whieh  makes  it  impossible  for  him  to  work.  It  is  not  necessary 
that  he  be  capable  of  heavy  labor  or  that  he  be  aUe  to  cootinue 
in  his  regular  trade  or  operation.  • 

79.  Write  "No"  for  those  of  advanced  ago,  for  the  mentally 
weak,  for  those  unable  to  work  because  of  ill  health,  and  for 
those  teBapmrarily  or  pomanenUy  disalided  by  accidents. 

85.  Celnmn  15.  is  he  leeUitf  for  «  jciiT— Write  "Yes"  if 
the  person  is  actively  engaged  in  seeking  employment,  is  listed 
by  a  public  or  private  employment  agency,  is  being  represented 
by  a  trade  union,  or  is  being  activdy  aided  by  parents,  relatives, 
or  friends  1m  finding  a  job. 

81.  Write  "No"  for  those  voluntarily  wittiout  a  job,  wfaeilier 
for  a  short  time  or  indefinitely.  Men  who  are  resting  at  the  «id 
of  a  season's  work;  men  who  are  living  on  the  income  from 
investments,  ete.;  men  who  era  eonstitutionally  disinclined 
to  work;  and  men  who  have  thiovn  up  joias  to  go  oa  vaeatioiis, 
to  enter  school  or  college,  or  to  undertake  a  biMfness,  should  not 
be  counted  as  seeking  employment.  For  such  persons  write 
'No"  in  column  15. 

82.  Celiimi  16.— For  hew  many  weeiai  has  hie  been  without 
a  job?— Give  the  length  of  time  in  we^  that  the  individual 
has  been  without  regular  employment.  Disregard  short-time, 
make-shift,  pick-up,  or  odd  jobs  of  less  than  a  day's  duration. 
Unpaid  labor  at  the  pwson's  own  home  or  work  which  merely 
covers  the  person's  own  maintenance,  as  when  a  farm  laborar 
(not  a  member  of  the  family)  does  choies  for  his  board  and 
lodging,  is  not  to  be  regarded  as  "a  job"  in  answering  this 
question. 

83.  Cdlnmn  17.  Beaeon  for  being  out  of  a  job.— In  giving 
the  reason  for  being  unemployed  it  is  deekable  *o  e^Miale  ihoee 

who  voluntarily  left  employment  from  those  discharged  or  dis- 
placed by  changes  in  industry.  Endeavor  to  find  out  and  state 
the  exaet  reason  for  bring  out  of  a  job.  Reasons  frequently 
given  by  tbom  who  left  of  their  own  aeeord  will  inohide:  "Seek 
ing  better  pay,"  "Desire  to  enter  other  industry,"  '^Dissatfafied 
with  work  or  conditions,"  "Moved,"  etc. 

84.  Reasons  frequently  given  by  those  discharged  or  dis- 
placed will  melude:"  Closing  of  plants"  (write  "Mine  dosed," 
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"Factory  closed,"  etc.);  completion  of  jobs;  discontinuance  of 
production  of  certain  fabrics,  materials,  or  commodities;  intro- 
duction of  machines;  reduction  of  force  because  of  slack  or  off 
seasons  (write  "Off  season");  lockout;  worker  too  old;  etc. 

85.  The  reasons  for  idleness  or  for  being  out  a  job  (Ques- 
tions 10  and  17)  will  be  of  great  importance  in  interpreting  the 
returns  on  the  Unemployment  Schedules.  In  general,  where  two 
or  three  reasons  might  be  given,  the  more  definite  or  specific- 
should  be  chosen.  Thus,  if  a  factory  is  shut  down  for  lack  of 
oi€ex8  it  is  better  to  return  the  fact  that  the  factory  is  shut  down,, 
lather  than  the  lack  of  orders,  as  the  reason  for  the  person  being, 
out  of  work. 

86.  Question  17  asks,  first,  for  the  reason  why  the  person  does 
not  have  a  job,  and,  second,  as  an  alternative,  why  he  left  his 
last  job.  These  two  reasons  will  often  be  quite  different.  For 
example,  a  person  may  have  left  his  job  six  months  ago  because 
of  sickness.  He  may  still  be  out  of  a  job,  having  fully  recovered 
from  his  illness,  but  being  unable  to  secure  work  because  it  ia 
the  slack  season  for  the  industry  in  which  he  is  seeking  employ- 
ment. Where  possible,  you  should  return  the  reason  why  the 
man  is  unable  to  get  a  job  now.  Only  when  this  information 
can  not  be  obtained  should  you  return  the  reason  for  losing  hi» 
last  job,  which  is  sometimes  easier  to  find  out. 

87.  Cohura  18.  S«x.— Write  "M"  for  mala  askd  "F"  fot 
female. 

88.  Colnmn  19.  Color  or  race.— Write  "W"  for  white; 
"Neg"  for  Negro;  "  Mex"  for  Mexican;  "In"  for  Indian;  "Ch" 
for  Chinese;  "Jp"  for  Japanese;  "FU"  for  Filipino;  "Hin"  for 
Hindu;  and  "  Kor"  for  Korean.  For  a  person  of  any  other  race^ 
write  the  race  in  full. 

89.  Column  20.  Place  of  birth  of  person.— If  the  person  was 
bom  in  the  United  States,  or  any  of  its  outlying  possessions, 
write  "U.  S."  in  columa  20;  if  bom  in  any  foreign  country  write 
".For"  for  foreign  bom. 

90.  Column  21.  Age  at  last  birthday. — This  question  caLto 
for  the  age  in  completed  years  at  last  birthday. 

91.  Column  22.  Marital  condition.— Write  "S"  for  a  single 
or  unmarried  per8<m  of  whatever  age,  "  M  "  for  a  married  person, 
"  Wd"  for  widowed  (man  or  woman),  and  "D"  for  divorced. 

92.  Signature. — The  date  of  completing  enumeration  of  the 
sheet  and  your  signature  should  be  entered  in  the  proper  space 
after  you  fill  the  last  line.  You  should  regard  your  signature  as 
a  certification  that  the  work  is  oorrect  and  complete.  Sig^  bo 
sheet  until  you  have  made  it  as  nearly  perfect  as  you  can. 


